Use this subject for correspondence and related papers pertaining to public affairs functions,

INFORMATION-FUBLIC RELATIONS

including respooses to public inquirlea, the preparation of publications containing program
Information, the clearance of publications and auwdloviesuwal materials for lssuance and
digtribution, and the promotion of program activities.

Dispoaal Authorlty?
Job Ho. HCl-310-80-2

RETENTLON
CODE TITLE DESCRIFTION OFFICE OF PRIMARY RESFONSIBILITY ALL UTHER OFFICES

INF INFORMATION-PUBLIC RELATICHS Uge for pollcles and procedures HETAIN: Disposition pending WARS  RETAIN: Dispoaition pending NARS
covering all ftems included under approval. approval.
thig primary subject.

1 Audiovisual Includes promotional aids aod publi- See Item 13, Records Control See Item 13, Records Control
cation materiala. Subdivide by type Scheduls, for specific disposal Schedule, for specific disposal
1f volume warrants: maps, charts, Informatlon. information.
posters, motlon plctures, recordings,
photographa, and slides.

2 Briefing Materials RETAIN: Disposition pending NARS  RETAIN: Disposition pending HARS

approval. approval.

3 Chenlcals

3=1 Ethylens Dibroaide (EDB)

& Exhibita, Ceremonien, RETAIN: Disposition pending NARS  RETAIN: Disposition pending NARS

Cosmunity Projects, Fairs approval. approval,

5 Freedon of Information Includes records relating to the (Item 54d) (Item 54d)
general implementation of the Freedom Destroy whan 2 years old, Destroy when 2 years old.
of Information Act (FOIA), including
notices, routine correspomdence and
related recorda.

5-1 Appeals Include the appellant's letter, the (Item 34b) (Item 54b)
reply, and related aupporting Destroy 4 years after {inal Destroy & years after final
documents., determinatlon by ARS or 3 years determination by ARS or 3 years

after Final adjudication by afrer [inal adjudicatlon by
courts, whichever is later. courts, whichever is later.

5=2 Reports Relating to the implementation of (Item S4c)

FOIA. FOLA Officer: Destroy when 5 N/A

years old,
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INFORMATION - PUBLIC RELATIONS

L RETENT LON
CODE TITLE DESCRIFTION OFFICE OF PRIMARY REGPONSIBILITY ALL OTHER OFFICES

5-1 Requests (Item 5%a(l) and (2)) Item 55a(l) and (2)})

Replies granting access to all Replies granting access ro all
requested records, replies to requested records, replies to
requests for nonexistent vecorda, requesta for nonexistent records,
to requestors providing inadequate to requeators providing inadequate
depcriptions, and who fail te pay descriptions, and who fall to pay
reproduction fees: Destroy 2 reproduction fees: Destroy 2
years after date of reply. years after date of reply.

(Item 54a(3)) {Item S4a(3))
Replies denylong access to all Replies denying access to all
or part of requested recorda: or part of requested records:
Destroy 5 years after date of Destroy 5 years afver date of
reply. reply.

& General Informatien - Public

Relations, USDA Appointees

7 vitations— ke RETAIN: DMsposition pemding MARS  RETAIN: Disposition pending MARS

approval. approval.

& ;ﬂm‘ Articles and Reference material. Publications (Iten 48) (Irem 48)

ewspaper Eﬂfmlga! authored by ARS employees should be Destray when no looger needed for Destroy when no longer needed for
filed under INF 15. reference. reference.

¥ Hanuscripts and Abstracts General correspondence, (Item 39a) (Irem 39b)

Destroy when 5 years old. Destroy when 5 years old.

9-1 Active Betain until published. Retaln until published.

9-2 Reprint Master File Includes full coples, tear sheets, (Item &6F(2){a)) (Ivem 46F(2)(b))
photocoples, or reprints from varlous Reprints from publicatlona Destroy when mo longer neaded LF
publications. euthored by ARS personnel or copy i om file with Informaticn

Information Staff (WQ): Offer Staff.
to MARS when oo longer needed

for current activitles. Destroy

recordas NARS does oot wish to

accesalon.

(Item 46£(1)) {Ltem 46E(L1))
Reprints from Department series Reprinta from Department serias
and publicatrions printed by and publications printed by
Government Frinting Office: Governmant Frinting Office:
Destroy when oo longer needed Destroy when no longer neaded
for current accivitiea. for current activities.

-3 Requosts For Editing and (Irem 46e) {[ten 46e)

Approval

Information Staff (HQl: Destroy
5 years after reprint is receiwvaed.

Information Staff (HQ): Deatroy
5 years after reprint ls recelved.
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INFORMATION - PUBLIC RELATIONS

v RETENTLON
CODE TITLE DESCRIFTION OFFICE OF PRIMARY RESPONSIBILITY ALL OTHER OFFICES

=4 Review of Outelde Manuscripts Por non-USDA media. (Item &6d) (Itam 46d)
Destroy when 1 year old. Deatroy when 1 year old.

9-5 Unpublished (Item 46g) (Icem &bg)
PERMANENT: Transfer to FARC when  PERMANENT: Transfer to FARC when
3 years old. Offer to HARS when 3 years old. Offer to HARS whan
15 years old in l0-year blocks. 15 yeare old in 10-year blocks.
Destroy records MARS does not wish Destroy records MARS does not wish
to accesalon. to accession.

10 Preas Releases (Item 39a) (Item 39b)
General Correspondence Destroy when 3 years old.
Information Staffs: Destroy when
5 yaars old.

10-1 Approved and lesued by ARS (Item 42a(1)) (Item 42a(3))
Information Staff (HQ): PERMA- Destroy when 2 years old.
HEWT. Tranafer to FARC when 5
years old. Offer to MARS when
20 years old in 5-year blocks.
Destroy tecords MARS does not
wish to accesalon.

(Item &42a(2)) (Ttem &2a(3))

Information Staffa (Regional): Deatroy when 2 years old.
PERMANENT. Tranafer to FARC when
5 years old. Offer to MARS whean
20 years old in l0-year blocks.
Destroy records HARS does not
wish to accesslon.

10-1-1  Joba Bi11l

T.B. Einney - Presas Release
10=2 Approved and Issued by (Ttem 42b) {Item 42b)
Department Deatroy when no longer needed for Destroy when no louger needed for

current activities. sctivition,

10-3 Meapproved or Hot lasusd (Item 42¢) (Item 42c)
Deatroy when 3 years old. Destroy when 3 years old.

11

Ptl\l‘ﬂﬂ: _&E-E

See Item 53a, Records Control
Sehedule, for speclfie disposal
information.

See Item 53a, Records Control
Schedule, for specific disposal
information.




INFORMATION - FUBLIC RELATIONS

. RETENT ION
CODE TITLE DESCRIFTION OFFICE OF MAEY RES

11-1 Accounting of Dlaclosure (Item 53c) (Item 53c)

Files bispose of im accordance with Dispose of in accordance with
approved disposition lostructions  approved disposition Instructions
for the related subject individ- for the related subject lodivid-
ual's records or 5 years after unl's records or 5 years after
disclosure for which the account-  disclosure for which the account-
abllity was made, whichever ia ability was made, whichever la
later. later.

11-2 Amendment Case Files Ses Item 53b, Records Comtrol See Item 5)b, Records Control
Schedule, for specific disposal Schedule, for specific disposal
information. information.

11-3 Reports General reports coocerning the Privacy (Item 33d4(2)) (Item 53d(2})

Act, Destroy when 2 years old. Destroy when 2 years old.

11-3-1 Annual Report to Congress (lrem 53d(1})

Privacy Act Offleer: Deatroy when Hi &
5 years old.
11-3-2  Annual Report on New Systems (Trem 53d(1))
Privacy Act Offlcer;: Deatroy when H/A
5 yeara old.
11-3-3  Annual Report to Office of (Item 534(1))
Management and Budget Privacy Act Dfficer: Deatroy when A
5 years old.
11 Private Sector Inlclatives
and Volmteerinam
(from White House to Dept.)

13 Public Inquiries Uae for general correspondence. (Irem 39a) (Icem 39b)
Information Staffa: Destroy when Destroy when 3 years old.
5 years old.

13-1 Correapondence Referrala Acknowledgment and transmittal of (Ivem 53} (Item 43)

inquiries and reqguests that have been Destroy 3 months after acknowl- Destroy J months afrer acknowl-
refarred to other agencies for veply. edgnent and referral. adgment and refarral.

13-2 Hequeats For General Includes requests not involving admin- (Ieen 40) (Item 40}

Information

istracive action, policy decislon,
special compilation, or research.
Includes requests for publicatione.

Destroy when 3 months old,

Destroy when 3 menths old.

it
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INFORMATION - PUBLIC RELATIONS

~ RETENTION
CODE TITLE _ DESCRIPTION OFFICE OF PRIMARY RESPOMSIBILITY ALL OTHER OFFICES
13-3 Requests for Techoical Requasts requiring compilations or (Item 41} (Ttem 41)
Research laformation regedarch, or containing sclemtific or Deatrvoy when 15 years old. Deatroy when 15 years old.
technical information regarding ARS
Prograns.
133-1 Quick Environsental
Scanning Techmique (uest—
Constal Flain Agriculture
14 Public Opinion Upe for general correspondence. (Item 39a) (Item 39b)
Information Staffa: Destroy when Destroy when 3 years old.
5 years old.
14-1 Comsendations, Comgratulatious, Do not use for employes commendations. See Item 50, Records Comtrol See Item 50, Records Control
Appreciation, Introductions Schedule, for specifiec dimponal Schedule, for apecific disposal
information. Informntion.

14-2 Criticism and Complaints Sge Item 50, Records Contrel See Item 50, Reconds Control
Schedule, for specific disposal Schedule, for specific disposal
information, information.

15 Publie Relations Use for correspondence relating to (Item 3%9a) {ITtem 39b)

ARS relatlons with the press, radio, Information Staffe: Destrey when Destroy when 3 yeara old.
and telavioion. 5 years old.

16 Publications Issued by ARS Genaral correspondence, (Item 19a) (Item T9h)

Pestroy when 5 years old. Destroy when 3 yeara old.

16-1 Wewsletters (Item 45a(1)) (Item 45a(2))

Hewsletters from Adminimerator
nformation Staff ] -
NENT. Transfer to PARC when 5
years old, OFfer to MARS when

20 years old in l0-year blocks.
Deptroy records NARS does not wish
to accesslon.

(Ttem 45b(1))
Hewaletters from Reglonal Adminia-

trators
Information Staffs (Reglonal):
PERMANENT. Tranafer to FARC when
3 years old., Offer to HARS when
20 yeara old in l0-year blocks.
Destroy records HARS does not wish
to acesssion,

Destroy after readinz wnless
needed for reference purposes.

(Item §5b(2))

Deatroy when 1 year old or aconer

1f pot needed for year-ond
aummaries.




INFORMATION = PUBLIC RELATTONS

S RETENTION
CODE TITLE DESCRIFTLON OFFICE OF PRIMARY RESPONSIBILITY ALL OTHER GFFLCES
16-2 Special Reports (Item 47a)
Information Staffe: PERMANENT,
Tranafer to FARC whea 3 years old. N/A
Offer to MARS when 10 years old.
Destroy records MARS does not wish
to acceaslon.

17 Reporta-Statistics Uae for reports, studlies, surveys, Retentlon perlods vary acconding Retentlon parlods vary according
progress reportea, and signlficant to type of report. See Records to type of report. Ses Recordam
accomplishment reports. Control Schedule or contact RMO Control Schedule or eontact HMO

for specific disposal information. for specifiec disposal Ilunforsatlon.

18 Sensitive or Recurring

Issues or Toplca of
Research (Case Filea)

Case lﬁ!l
n Information

(B}

c)

(o)
(E)
(F)

(G

{H)

Africanized Beas

Amarican Type Culture
Collection Information

Animal Welfare-Humane
Treatment Information

Antibiotics and Animal
Faad

Aquaculture Information

Bluetongue Information
Brucellosis Hesearch

Conservation Tillage
Information

Cotton-Ginning Research

Cotton Research Information

Dam Safaty
Energy Informatiom

Fertiligers amd Soll
Improvemsnts Products
Fish and Wildlife Policy

Information
Foot and Mouth Disease
Information

Genetice Englneering
Gypay Moth Information

Human Mutrition Research
Information
Human Hutrltion-World Hunger



IHFOBRMATTION - PUBLIC RELATIONS

CODE

TITLE DESCRIFTION

OFFICE OF PRIMARY RESFONSIBILITY

RETENTIGH

ALL OTHEE OFFICES

(1) lmpro. Products, Ime.,
Information

(M) Marketing Research Information-
{Agriculture Commodities
Marketing)

(N} National Environmental Poliecy
Act (NEPA)

New Crops Information
(0} Organic Parming loformatica

(P} Paraquat and its Effects
on Human Health

Peanut Research Information
Pecan Ressarch Informatiom
Festicldes
Flum Island Information
Follination and Bees Information
Follutiom Information
Potatoes Informationm
Paevdorables Information

(R) Rabbit Research
Redirectiona and Cloasout
Informarion
Chicago, Illinols Informatiom
Hinneapolis, Mionesota Informatlion
Redirections - 1984
Sidoey, Montana Information
Besearch and Education Folicy
Statement
Research Frioriciea Needs
Information

(5) Safety-Food-Intentional
Polsoning of Small
Farms Information
Strawberry Research in
ARG=Information
Sugar Cane
Sunflower Research Information

(T) Taxonomie Ressarch Information
TCE S5mut in Wheat=Sugar
Cropa Informatlon
Tebacco Research Information
Tongue Alver Rallroad



INFORMATION - PUBLIC RELATIONS

RETENTLON

TIHIE

{0} USDA Policy on Development
of Vaccines Againat
Foreign Animal Diseases

(W) Wheat Bunt Informationm
Earnal Bumi

19

T.B. Kiomey, Jr.

Administrator AR-Wash., B.C.
Hatiomal Program Staff-NPS
Other

Include lectures, statemsnts, and See ltem &4, Records Comtrol See Itewm &4, Records Control
talks. Schedule, for specific disposal Schedule, for specific dlisposal
information. {nformation.

l'

isitors, Repressntatives,

f

Includes arrangements for foreign and (Item 51) (Item 51)
domestic visitors and wisltor reports. Destroy when 3 years old. Destroy when 3 years old,

Visitors = VIF Letter




